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1. Purpose. To establish policy for the execution of the dvilian Personnel
Qearance Certificate. In this regulation, the words “he” and “his” are
intended to include both the nascul ine and the femnine gender; any exceptions
tothis wll be so noted

2. Applicability: This nenorandumapplies to all civilian personnel of
Headquarters, WSACE

3. Specific Instructions: It wll be the responsibility of the separating

enpl oyee' s supervisor toinitiate the dvilian Personnel Separation Qd earance
Certificate (BENG FORM0-2146). The enpl oyee' s assigned activity will insert in
the respective bl ocks, the nane of the enpl oyee, division or office where

enpl oyed and the preparation date. If physically able, the separating enpl oyee
w il personally hand carry the Separation dearance Certificate to all

offices. Afiter visiting the designated offices, the enpl oyee will return the
certificate to the originating office. The enpl oyee's supervisor wll check
the certificate for conpliance wth the requirenents of this regulation. H
wll then sign in the space provided and pronptly forward to the Personnel
dfice.

4. Deceased Enpl oyees —Enpl oyees Not on Duty: The supervi sor of a deceased
enpl oyee w Il be responsible for obtaining and returni ng property such as
library books, calculators, and simlar itens that were in the enpl oyee's
possession at the tine of death. In addition, the supervisor of separating
enpl oyees who are not on duty or not physically able to clear personally wll
initiate and conpl ete the cl earance certificate.
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